[image: image1.jpg]D Alliant

International University




[image: image2.jpg]




Preparing a Curriculum Vitae

In the United States, a curriculum vitae (CV) is used primarily when applying for academic, education, scientific or research positions. It is also applicable when applying for fellowships or grants. 

A CV is longer (two or more pages) than a resume and contains a more detailed synopsis of your background and skills. A CV includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honors, affiliations and other details. As with a resume, you may need different versions of a CV for different types of positions.

	
	CV
	Resume

	Audience:
	Those in academics, administration, consulting, HR, science, and research
	General audience of employers in your field of study seeking to hire for a variety of positions



	Length:


	Highly flexible
	Length: 1-2 pages



	Focus:
	Representing your academic achievements and scholarly potential


	Representing experiences: job-related, extracurricular and volunteer, accomplishments, and skills you’ve used



	Essential Components:
	List of publications, presentations, teaching experience, education and training, honors and grants


	Experiences and skills related to the job you’re seeking

	Goals:
	To present a full history of your academic credentials: teaching, research, awards, and service
	To present a brief overview of your experiences and skills proving you are qualified for the position




Possible Sections to Include in Your CV

Although there is a standard format to follow when writing a CV, there are variations for each profession and for each candidate.  You may add sections that are not covered in this guide if they include important information you think the employer needs to know.
MAIN HEADING

Your name, address, phone number, and email address. If you plan to move while the CV is in use, include your current address and permanent address.

OBJECTIVE

If you are applying for a specific position consider using an objective.  When using your CV for conference presentations or public purposes omit the objective.

EDUCATION 

Starting with your Bachelors degree, list degrees attained and ones currently in process.  You may also use this section to list your GPA and honors.

COURSEWORK

Make a list of coursework that is relevant to the position to which you are applying.  This is optional but is a good section for current graduate students looking for an internship or practicum.  Provide complete course titles.

DISSERTATION / THESIS 

Use APA format and include the full title and date.  Include a brief abstract or summary addressing both the content and methodology (1-4 sentences). You may also include the dissertation director.  

ADDITIONAL TRAINING

List titles and dates of any workshops, conferences, or courses taken outside of your degree program that are relevant to the position for which you are applying.  

HONORS, AWARDS, SCHOLARSHIPS

List academic honors and awards, fellowships, scholarships, professional distinctions, awards or nominations from professional organizations, and leadership awards. List each award, the granting institution, and the date awarded.  (If all your awards are graduation honors, then omit this category and list under Education). 
PROFESSIONAL ASSOCIATIONS 

List prior and current membership in academic and professional associations, student government, honor societies, community groups, etc.  Include name of organization, membership status, offices held, and dates of membership.  

PROFESSIONAL EXPERIENCE 

Beginning with your college years, list all work you have done that is relevant to the program or position you are applying to.  Include position held, dates of employment, name of company, city/state, and job duties.

TEACHING EXPERIENCE

Use this section to list teaching experience including teaching assistantships, substitute teaching, tutoring, instructor positions, adjunct faculty, and full-time faculty positions.  Include the courses taught and dates/semesters.

RESEARCH EXPERIENCE

List the position, company, duties, and dates of research.  If it is a specific research project, list the title of the project and information concerning its publication. 

RESEARCH INTERESTS 

List areas of research you are interested in.  

GRANTS

List any grants received.  Name of grant, date, amount, and the organization providing the grant.

PUBLICATIONS AND PAPERS 

List publications in APA format according to date (including unpublished manuscripts or papers in press). This can include work in progress or submitted but not yet accepted. List unpublished manuscripts only if they are being considered for publication.  

PRESENTATIONS/WORKSHOPS

List any workshops and presentations you facilitated outside of the classroom, during conferences, or at work.  Include the title, audience or organization where you gave the presentation, location, and the dates. 

PROFESSIONAL LICENSES, CERTIFICATES, CREDENTIALS

Use this section to provide information regarding any licenses, certificates, and credentials you have.  Include the title and dates received.  List in chronological order starting with the most recent.

PROFESSIONAL ACTIVITIES

Attendance at conferences, offices held in professional organizations, committees, and councils.

LANGUAGE SKILLS

Describe skill level (conversant, proficient, fluent).  
COMPUTER SKILLS

List computer software and hardware you are proficient in.

CSOS Students

May want to add a section: Consulting Experience.  In this section you can list any consulting projects conducted at various corporations.

GSOE Students

May want to add a section:  Travel/International Experience.  If you are interested in teaching abroad, teaching ESL, or teaching a foreign language, you may want to list your experiences traveling and working abroad.  
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